
 
 

July 31, 2008  Page 1 of 40 

BI Reporting Job Aid 
Legislative Increase 

 
 

Four reports are available to review and analyze data related to the Legislative Increase. This job 

aid provides an overview of those reports, their intended use, and navigation tips. The reports 

are: 

 B0063 Legislative Increase Summary 

 B0061 Legislative Increase Detail 

 B0062 Vacant Positions at Time of Legislative Increase 

 B0162 LI by Employee Prior Salary Range 

 

Selection criteria are explained for each of the reports in this job aid. Additional navigation tips, 

such as how to filter, total, and move columns on the reports are included in the section for the 

B0061 Detail report. These navigation tips can be used in any of the reports. 

 

Two versions of the reports are available. 

   The first version which is referred to as the „Original‟ version will be captured 

immediately after the LI is processed and before the system has been opened for 

transactional processing.  The intended use of this version of the report is to provide a 

static view of the changes to position and employee salary data that occurred with the 

LI processing. 

   The second version of the report which is referred to as the „Updated‟ version will be 

updated once a week for a period of one month.   The intended use of this version of 

the report is to provide an updated view of manual LI corrections to employee and 

position salary records. 

 

Reports larger than 200 screen pages cannot be exported or printed from the reporting 

tool.  If your report contains more than 200 pages you will need to break the report into 

smaller sections in order to export or print.   

 

Please be mindful that you are working in a shared reporting environment, and check the number 

of pages before clicking either the print or export button.  The impact of not doing so is as 

follows: 

 

1.  Your browser session may lock, causing you to have to close your browser and log 

back on to the portal. 

2.  Other users on the same server node may be impacted if they were in the middle of an 

ESS/MSS transaction.  They will be sent back to the beginning of their transaction, 

and will receive a “critical error” message.    

 

Because the „Original‟ version is static and will remain accessible in BI indefinitely (as will the 

„Updated‟ version) we expect that a printed copy of an entire department would be less useful 

than directly interacting with the tool to pinpoint the section of data to be analyzed.  If your 

agency is very large and you require an export of the data, please open a BEST Ticket requesting 

assistance with exporting the Legislative Increase details. 
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B0063 – Legislative Increase Summary (starts on page 3) 

This report is a summary listing of all positions by Business Area, Application of Fund, and 

Fund. Because of the volume of data involved in LI processing, the summary report should be 

used as the starting point for any detailed LI analysis. It can be used to quickly view total and 

subtotal values for an agency by fund, and contains a jump target option to allow you to view 

associated details in the Legislative Increase Detail report (B0061). 

Click here to view instructions for processing the B0063 Legislative Increase Summary report.  

 

 

B0061 – Legislative Increase Detail (starts on page 10) 

This report provides salary details for each position and employee within an organization.  The 

salary details include the prior „before LI‟ salary, the amount of the LI increase, and the current 

„after LI‟ salary.  It also shows the „before‟ and „after‟ position budgeted salary.  

 

Click here to view instructions for processing the B0061 Legislative Increase Detail report.  

 

B0062 – Vacant Positions at Time of Legislative Increase (starts on page 32) 

This report lists budgeted salary details for all positions which were vacant at the time the LI was 

processed. Total position budget that was increased to bring positions to the new job minimum 

can be viewed in the total for the Budgeted Salary Increase column. 

Click here to view instructions for processing the B0062 Vacant Positions at Time of Legislative 

Increase report. 

 

B0162 – LI by Employee Prior Salary Range (starts on page 36) 

This report lists employee and position details for all employees whose salary falls between the 

range specified on the variable entry screen. The range is defaulted to list salaries between $100 

and $40,000, but can be overridden to reflect other values. 

Specifying a minimum of $100 excludes employees paid at an hourly rate and all vacant 

positions. By choosing the upper range of $40,000 for 2008 data, all employees who received the 

flat increase of $1,100 can be isolated. 

Click here to view instructions for processing the B0162 LI by Employee Prior Salary Range 

report. 

 

 

*Note:  While this document contains real examples of the reports, every effort has been taken to 

protect the privacy of the individuals whose data is listed. In order to achieve this, the screen 

shots that contain salary and budget information have been taken from an unidentified agency 

and do not match the positions and jobs which are shown.  
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B0063 Legislative Increase Summary Report 
 

 
 

 

1. Access the BEACON Portal. 

2. Click on the Reports Tab. 
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3. Click on Organization Mgmt.  
 

 
 

4. Click on Legislative Increase folder (click on the black arrow to expand folder). 

5. Click on B0063 Legislative Increase Summary.  

  

Select Reports from the 

workset on the left 
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6. Enter an OrgUnit Hierarchy by clicking on the  icon to search for one, or by keying 

an Org Unit number directly into the box. 

7. Enter an LI Effective Year (enter “2008” for an LI effective 07/01/2008) 

8. Enter the LI Version 

a. O – Original is for the official LI Transmittal that was captured immediately after 

the Legislative Increase was processed in BEACON.  You will almost always 

want to run this version. 

b. U – Updated is a LI Transmittal report which includes any updates made to the 

system after the Original Transmittal information was captured.  Examples of 

these updates are individual Legislative Increase actions which may have been 

processed via OM or PA workflow, as well as any other adjustments to the master 

data effective on 07/01/2008.  Use this version to validate any corrections made to 

the LI results via SAP transactions. 

NOTE:  As an option, you may select one or more Cost Centers, Funds or Application of 

Funds to narrow the selection criteria.  You can also filter the report after it is displayed.  

This filtering capability is shown in the instructions for the B0061 Detail report in this 

job aid. 

 

NOTE:  The report will only return the data for which you have security to view. 

 

9. Click the  button and wait for the report to be displayed. 
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If you need to see additional detail, use the jump target function to access the B0061 detail 

report. 

 

 

 

To jump to B0061, right-click on a specific row and column of interest (in the blue area) and 

then select Goto > B0061: Legislative Increase. 

In this example, the cursor is placed at the row with the Fund value of AQM-NC AQUARIUMS 

in the column NCAS Account with value 531211 and then right-click and select Goto->B0061: 

Legislative Increase.  This action will then launch the B0061 detail report report and pre-filter 

the B0061 data elements based on the specific values coming from the B0063 summary report: 

Business Area = DENR 

Personnel Area = Environment Natural Resources 

Application of Fund = 14300 

Fund = AQM-NC AQUARIUMS 

NCAS Account = 531211 
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Based on the above filtering, the results for B0061 are shown below.  The B0061 report shows 

all the positions which meet the above filtering criteria. (For additional information on using the 

detail report, see the section on the B0061 report in this job aid.) 
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The report jump is sensitive to where the cursor is positioned. In the following example, the 

cursor is positioned at the same row as before but now placed at the column Position EE 

Subgroup with value of FT S-FLSAOT Perm and then right-click and select Goto->B0061: 

Legislative Increase. 

 

 
 

This action will then launch the B0061 report and pre-filter the B0061 data elements based on 

the specific values coming from the B0063 report: 

Business Area = DENR 

Personnel Area = Environment Natural Resources 

Application of Fund = 14300 

Fund = AQM-NC AQUARIUMS 

NCAS Account = 531211 

Funding Source = Appropriated 

Position EE Subgroup = FT S-FLSAOT Perm 
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Based on the above filtering, the results for B0061 are shown below.  The B0061 report shows 

all the positions which meet the above filtering criteria.  Notice that the report only shows the 

rows with Position EE Subgroup = FT S-FLSAOT Perm because that was part of the filtering 

criteria based on where the cursor was positioned at the time B0061 was launched. 

 

 

 

 

For navigation tips, such as how to filter, total, and move columns in the report, see the section 

for the B0061 Detail report in this job aid.
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B0061 Legislative Increase Detail Report 

 

 
 

 

1. Access the BEACON Portal. 

2. Click on the Reports Tab. 
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3. Click on Organization Mgmt.  
 

 
 

4. Click on Legislative Increase folder (click on the black arrow to expand folder). 

5. Click on B0061 Legislative Increase Detail report.  

 

  

Select Reports from the 

workset on the left 
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6. Enter an OrgUnit Hierarchy by clicking on the  icon to search for one, or by keying an 

Org Unit number directly into the box. 

7. Enter an LI Effective Year (enter “2008” for an LI effective 07/01/2008) 

8. Enter the LI Version 

a. O – Original is for the official LI Transmittal that was captured immediately after 

the Legislative Increase was processed in BEACON. You will almost always 

want to run this version. 

b. U – Updated is an LI Transmittal report which includes any updates made to the 

system after the Original Transmittal information was captured. Examples of 

these updates are individual Legislative Increase actions which may have been 

processed via OM or PA workflow, as well as any other adjustments to the master 

data effective on 07/01/2008.  Use this version to validate any corrections made to 

the LI results via SAP transactions. 

NOTE:  As an option, you may select one or more Cost Centers, Funds, Application of 

Funds, Positions, or Employees to narrow the selection criteria.  You can also filter the 

report after it is displayed.  This filtering capability will be shown later in the document. 

 

NOTE:  The report will only return the data for which you have security to view. 

9. Click the  button and wait for the report to be displayed. 
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The B0061 report will display all positions within the selected Org Unit(s) which match the 

selection criteria. 

 

NOTE:  There are many columns on the initial display of this report, and not all of them are 

shown in these samples.  You may drag columns on or off the report using standard BI reporting 

functionality.  Some examples of how to alter the view of the report are included in this 

document.    
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Salary increase information is included to the far right side of the report.   The columns in the “ledger” 

(gray and white) area of the report cannot be moved or manipulated.   A 2% increase was applied in the 

sample above.  

 

 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Moving a column on the report using drag and drop functionality 

 

 
 

1. Click on the column heading and drag it to the position on the report where you want it 

(watch for the dark black line), then let go of the mouse button.  In this example we will 

drag the NCAS Account field to the right of the Organizational Unit field.  
 

 

 
 

Notice that now the NCAS Account column is to the right of the Organizational Unit column.  

This report is now arranged by NCAS Account within Organizational Unit.   
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Removing a column on the report 
 

 
 

1. Click on the column heading and drag it up to the dark blue area of the screen, then let go 

of the mouse button.  In this example we will eliminate the Fund Applctn column by 

dragging and dropping its column heading into the dark blue area. 
 

  
 
 

Notice that the Fund Applctn column is no longer shown in the report. 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Filtering the report to see only positions in a particular Employee 
Subgroup 
 

 

 
 

1. Right-click on the Position EE Subgroup column. 

 

 
 

2. Click on Filter > Select Filter Value. 
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3. Click on the  next to the value “FT N-FLSAOT Perm” to select only the FT N-

FLSAOT Perm positions (notice that a filter has already been set to exclude 

Contractors).  Values on the left hand side represent the values that are included on the 

report you are viewing.  If you don‟t see a particular value, it means that this value does 

not occur in the current report being displayed. 

 

4. Click the  button. 
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5. Click . 

 

NOTE:  If the item to be filtered on is not located in the right-hand column (as a result of 

clicking the Add button), it will not be filtered.  
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Now the report only shows positions that are FT N-FLSAOT Perm (Permanent Full-Time Non-

Subject to FLSA).   

 

 
 

This same technique can be used to filter the values for other columns on the report. 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

To go back one step 
 

 
 

1. Right-click anywhere within the light blue portion of the report (not the dark blue area). 

 

2. Click on Back > Back One Navigation Step.  This will cause the report to revert back to 

how it looked before the filter was set. 
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Now the report is back to the way it looked prior to applying the filter. 
 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Additional Filtering Options 
 

  
 

1. Click on the Filter link at the top of screen (Scroll over to the right if you do not see it). 

 

 
 

Additional options for filtering the report are now available.  Note that the values on which you 

may filter are based on the available data elements shown on the existing report. 
 

2. Click the Close button to hide the filter screen or click Variable Screen button to keep 

your filter settings and go back and choose another Org Unit (or other selection criteria 

on the Variable Screen). 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Subtotaling or Totaling 

 

 
 

1. To total by Organizational Unit, right click on the column to the right of Organization 

Unit, Position in this case.  Be sure to click on the word “Position”. 

 

 
 

2.  Choose Properties > Characteristic.  
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3. Under Display Results, choose “Always”  (the default will be set to “Never”) 

 

4. Click  

 

The resulting report view will subtotal after each Organizational Unit  
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Right hand columns figures will total accordingly. 

 

 
 

 

For overall totals, follow the same steps, but start by right-clicking on the far left column (Personnel Area, 

in this case).   
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Hint:  You may want to move columns to the left to achieve the desired totals.  The below sample report, 

totaled by NCAS Account, can be produced by doing the following: 

 

1. Move NCAS Account to the far left 

2. Remove Personnel Area from the layout 

3. Right-click on Organizational Unit 

4. Choose Characteristic > Properties 

5. Select Display Results: “Always” 

6. Click OK button 
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Totaling Split Funded Positions 

 

 

 
 

Right-click on the heading of the column to the immediate right of the position (you want 

to total after each position).  In this case, it would be the Position EE Subgroup, and 

follow the same steps as outlined above for displaying results. 
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The result is a report with a total after each position.   

 

Note:  This will add a lot of lines to your report, but is helpful when dealing with a 

number of split-funded positions. 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
Exporting to Excel 

 

 
 

To export to Excel, click on the  button 
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You will be presented with an option to Open or Save the file (this is up to you).  It all depends 

on whether you want to save the file before viewing it, or after viewing it. 

 

 
 

This is a sample of what the output might look like in Excel.  

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Printing the Report 

 

While we do not recommend printing BI reports, there may be times when you wish to do so.   

To generate a printed copy, click on the  button. 

 

 
 

Leave the Margins as is, for when you change to inches it causes a formatting issue.  You may 

select Portrait or Landscape format.  In this example, we have chosen Landscape format. 
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The resulting report will be displayed in PDF format.  You will then want to choose the Print 

functionality from within your web browser to print the report.   

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

 

Key BI Points to Remember: 

 

 Do not use the Back button on the browser to go back. (Instead use “Back One 

Navigation Step”.) 

 BI Reports sort from the left to right. 

 Columns can be removed by dragging up and dropping in the dark blue area. 

 To generate totals for a particular column, right click on the column to the immediate 

right and choose Properties > Characteristic>General Tab and in the Display Data Values 

field choose Always.  This will cause the report to total by that column.   

 A # in the field indicates that there is no value for this field in SAP.   
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B0062 – Vacant Positions at Time of Legislative Increase 
 

 
 

 

1. Access the BEACON Portal. 

2. Click on the Reports Tab. 
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3. Click on Organization Mgmt.  
 

 
 

4. Click on Legislative Increase folder (click on the black arrow to expand folder). 

5. Click on B0062 Vacant Positions at Time of Legislative Increase.  

  

Select Reports from the 

workset on the left 
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6. Enter an OrgUnit Hierarchy by clicking on the  icon to search for one, or by keying 

an Org Unit number directly into the box. 

7. Enter an LI Effective Year (enter “2008” for an LI effective 07/01/2008) 

8. Enter the LI Version 

a. O – Original is for the official LI Transmittal that was captured immediately after 

the Legislative Increase was processed in BEACON. You will almost always 

want to run this version. 

b. U – Updated is an LI Transmittal report which includes any updates made to the 

system after the Original Transmittal information was captured.  Examples of 

these updates are individual Legislative Increase actions which may have been 

processed via OM or PA workflow, as well as any other adjustments to the master 

data effective on 07/01/2008.  Use this version to validate any corrections made to 

the LI results via SAP transactions. 

NOTE:  As an option, you may select one or more Cost Centers, Funds, Application of 

Funds, or Positions to narrow the selection criteria.  You can also filter the report after it is 

displayed.  This filtering capability is shown in the instructions for the B0061 Detail report in 

this job aid. 

NOTE:  The report will only return the data for which you have security to view. 

9. Click the  button and wait for the report to be displayed. 

 

For navigation tips, such as how to filter, total, and move columns in the report, see the section 

for the B0061 Detail report in this job aid. 
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Notice that summary totals appear at the top of the page. 

 

Total position budget that was increased to bring positions to the new job minimum can be 

viewed in the total for the Budgeted Salary Increase column. 
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B0162 – LI by Employee Prior Salary Range 
 

 
 

 

1. Access the BEACON Portal. 

2. Click on the Reports Tab. 
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3. Click on Organization Mgmt.  
 

 
 

4. Click on Legislative Increase folder (click on the black arrow to expand folder). 

5. Click on B0162 LI by Employee Prior Salary Range report.  

  

Select Reports from the 

workset on the left 
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6. Enter an OrgUnit Hierarchy by clicking on the  icon to search for one, or by keying 

an Org Unit number directly into the box. 

7. Enter an LI Effective Year (enter “2008” for an LI effective 07/01/2008) 

8. Enter the LI Version 

a. O – Original is for the official LI Transmittal that was captured immediately after 

the Legislative Increase was processed in BEACON.  You will almost always 

want to run this version. 

b. U – Updated is a LI Transmittal report which includes any updates made to the 

system after the Original Transmittal information was captured.  Examples of 

these updates are individual Legislative Increase actions which may have been 

processed via OM or PA workflow, as well as any other adjustments to the master 

data effective on 07/01/2008.  Use this version to validate any corrections made to 

the LI results via SAP transactions. 

9. Enter the minimum for the salary range (Prior Annual Salary Greater Than or Equal 

To). If you want to exclude vacant positions and employees paid at an hourly rate, keep 

the default value of $100. 

10. Enter the maximum for the salary range (Prior Annual Salary Less Than or Equal To). 

If you want to list employees who were eligible for the flat increase of $1,100, keep the 

default value of $40,000. 

NOTE:  As an option, you may select one or more Cost Centers, Funds, Application of 

Funds, Positions, or Employees to narrow the selection criteria. You can also filter the 

report after it is displayed.  This filtering capability is shown in the instructions for the 

B0061 Detail report in this job aid. 

NOTE:  The report will only return the data for which you have security to view. 
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11. Click the  button and wait for the report to be displayed. 

 

Notice that summary totals appear at the top of the page. 

 

For navigation tips, such as how to filter, total, and move columns in the report, see the section 

for the B0061 Detail report in this job aid.
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APPENDIX 
 

The description of fields on the reports are as follows: 

 

Personnel Area Agency 

Organizational Unit Organizational Unit 

Position Position number and Title 

Position EE Subgroup Employee Subgroup for the Position 

Fund Applctn Fund Application – Company Code/Budget Code 

NCAS Account NCAS Account Number 

Order Internal Order Number / NCAS Company and Center   

Employee   Employee Personnel Number 

Employee Name Employee Last and First name 

Last 4 of SSN Last 4 digits of Employee‟s SSN 

Employee EE 

Subgroup 

Employee Subgroup for the Employee 

Employee Pay Level Employee pay level information in the following format: 

 AA/BB/CC/D/EEEE/FF where: 

 AA = Country (always 10 for USA) 

 BB = Pay Scale Type (01 = Graded, 02 = Banded, 

etc.) 

 CC = Pay Scale Area (1 = hourly, 2 = salaried) 

 DD =  Sub grouping for Personnel Calculation Rule 

 EEEE = Pay Grade (GR## if graded, otherwise 8 digit 

id) 

 FF = Level (Represents the salary grade for graded 

employees, and the Competency Level for banded 

employees) 

 

Note:  These values cannot be separated into separate columns 

on the report, but are available for your reference. 

 

Grade Range Ref Employee Step, or NA for Employees in Banded Positions 
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